
6-12 months from 
requested date submit
- memorandum
- fiche *
- ORB
- leave form

RETIREMENTS

Submit request for 
retirement to Bde HQs
(format in Regulation)

9-12 months from 
requested date submit
- memorandum
- ERB & 2-1
- leave form

4-12 months from 
requested date submit
- memorandum
- ERB & 2-1
- leave form

OFFICER
AR 600-8-24
Chap 6

NCO (not SGM)
AR 635-200
Chap 12

SGM / CSM
AR 635-200
Chap 12

Brigade endorses and
forwards to Region

Region endorses and
forwards to Ft Bragg
Retirement Services;
enters action in database

Ft Bragg can approve
as long as no waivers
or exceptions to policy
are required

Ret Svcs forwards forms
to Region, who forwards 
to Soldier for completion;
Region requests Soldier’s 
spouse’s name

Soldier returns forms 
and spouse’s name to
Region, who forwards
to Ret Svcs

Ret Svcs issues orders
(90 days out) and 
provides to Region,
who issues to Soldier

Ret Svcs forwards 201
file to Transition Center
1 month prior to Perm 
TDY / Terminal Leave

* To order Micro Fiche, call (703)325-5204 or email offrcds@hoffman.army.mil  
Include name, grade, SSN, and address

** Requested retirement date will always be the first day of the month

Ret Svcs forwards to
PERSCOM for 
approval

PERSCOM forwards
approval to Ret Svcs

NO WAIVER OR EXCEPTION

REQUIRES WAIVER OR EXCEPTION

Awards NCO prepares
Award, Ret Certificate 
and Spouse Certificate

Award NCO mails 
certificates and award
to school

Timeline for completion of orders 
is 120 days from retirement

Soldier action

Brigade action

Region action

Outside agency action


